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The "Budget Process® is the main function of the Budget Ddvisicn, and
therefore we will describe in some detall the actual procedures involved in
the proesas, This process affects ell branches of the Division, and each
branch performs certain phases of the work., This seotion of owr report will
not show in eny one piece the fMunetions ent/cr responsibilities by organisational
breakdown. Om* description of the Process will cover (1) Budget Forswilstion,
{2) Buiget Exeocution, and (3) Pudgetary Review und Analysis. The basic budget
documants that will de referred to are (1) Preliminary Lstimates, {2) Office
Estimates, (3) sgency Estimates, {4) Congressionsl Budget, and {(5) Operating
Budget. In sddition, we will refer to other procedures of the Division.

To accomplish this we are dividing this section of ocur report into the
following sub-pections:

1. Ciredlar No. A-1l Buresu of the Budget

4., Bureau of the Budget call fur annual budget ostimates

3. Compirollsr intrs-agenay call for anmusl dudget eetimates
4+ Components prepare Freliminary Estimates

. Review by Buiget Division of Freliminery Estimaies

6, Preliminary Betimates - recosmendntions by the Comptroller
7. Prelininary Bstimates - review by the Director

8. Crompenents prepere Office Eetimates

9. Budget Diviasion prepares Agency Estimates
10. GCampiroller transaits “igency Estimstes® to the Bureeu of the

Budget.
1. Bwoeau of the Bulget sots on the “"Agency Estimates®
12, Aestion By the Preasident
13, Bureau of the Budget notifles Agency as to approved amounts,
and Compircller prepares Congressional Buliget.

14. Qongress conducts beerings and makes sppropriations,
15, Operating Budget and Allosations

16, Issuance of sllotments
17. Project approvals and sllotasnts

18. Vse of sllotments
19. Budgetiary review end anslysis

1.

The preparation of annual budgeis for sll agencies of the Uovernment
must be in accosdance with Bureau of the Budget Circular Mo. 4-11,
"Ingiruotions for the Preparation and Sulmission of Anmml Budget Zetimates,®
unless & specific exception is mede in writing by the Bureau of the Budget,

The budget estimates mual be submitied to the Bureau of tie Budget
for the considerstion of the President sz sarly as possible in September
and in no event later than September 30, This date applies not only to
the formal estimates, but slso to the supporting schedules, Justifisations,
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the statement of legislative program, and other meterial reguirsd in the
bisdget sulniseiom,

Girouliar No. 4A-11 furithsr provides thet sppropriation requests sod
deteiled schedules for the budget year will confora to known policies
of the Precident with reapect to the specific programs and estimmtes
irwvolved,

& latter is received each sumwer from the Pudget Bureau adviaing the
Agency as to any known policies of the Prezident with reapect to the
specifie programs snd estimatse involved, This letier serves az 8 cell
far the smnal budget estimates In that it incluies e regquest for the
detailed budpet requests to be sulmitied not luter than Septesbsr 30.

3. Oepmtrolle

The Comptroller issues @ memorandun in early MRy each yesr to all
Offioss, Stalls, end Operating Divisicns eglling for the Opersting Budgets
for the coming fiscal year and the Preliminery Sctimetes snd Office
Zstimates for the succeeding fiscal year. This csll for estimates
movides that the budget submissions shall be forwerded through administrative
aclaunels to the Badget Division, Office of the Comptroller, in accordance
with the following sehedulet

mﬁiﬂﬁ Budgeis, omming fiscel year, In original and
and Preliminery

Entinates for the three oopies not
seceeding fiscel yeer later than the
middle of June
Uffice Estimates, succesding fiscal In original and
year three ooples not
later than the

middlie of August

In this commection the Budget Divieion has dlstributéd copies of a
propocsed Budget Marmal to each Opersting Office, Staff Office, and Operating
Division, While the Manusl only represents & proposed issuance whick 1o
#iill in the dreft stege, it 4z belag used for information and guidance
wtil 1t is coordinated and becomes offficiel policy. The materisl

contained in this Mamual (w draft Budget tion [ |and @ arafi 25X1
Budget Handhook is being used ss }amm«zmuw,
responsibilities ities, and (b) the deteiled dudgetary procediwes

to be followed in submitting the budget estimates eslled for by the
memarandus,
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‘o e an Proposed
- od procedures in Part T3, Sectice 1ot oy
mm‘wmgml Tuls ocowre sbout 13 menthe pricr to ihe

Estimates are mepured by componsnts in accordance

bagimiasasf%ha ieeal yoar. Those estimates are over-all office
requirementa presented on a program basis and sre designed to help the
Director moke the iul&«tmimtimaaﬁathsdiuﬂimwsmafm

Forms used in the preparation of thees sstimmtes are (a) Furm 623,
“Operating Budget, FY ___ Preliminary Estlmates, Y ____ aod (b} m’

At this stage thres of the five Budget Division Braunches sagist the
componenta in prepering the Preliminary Zstimates, The wranches involved
are Analysis Branch No. 1 {DD/P), Anslysie Branch No. 2 (DCI-DD/I),
Avalysis Branch No. 3 {DD/8). After the Preliminary Estimates have bean
prepared by W(Wmmkemwmemh;mm

mam&mmsmrmmmﬁmammmt&
;mﬂaﬂm Pivision, for fioal review and/or hesrings with

T 5 B T By e e e

&ﬁﬁa&%&mﬁn Budget Estimaies Fiscel Yemrs

&gﬁ’gsmun Budget Estimetes Fiscal Years
(1957, 1958, 1959)

Smmary of Position Date - By Majar Componente

: mmmwwmmmnnﬁmmmmmm
mﬂmmwmwmwmuwfwmhmamk
thmmDGImw@mﬁWh One inocludes recommendations

83 to "Preliminary Budget Estimeates” and the other includes recopmentstions
a8 1o position cellings for use in the preparation of the Pudget Sutmisasion
for thethmt ytgrim?eu Prelininary Estimate recommendetions are

rourted through Ject Review Committee for their approval prior
Presented 1o the DCY for his approval, fo belne
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4 meeting is beld with the DOCY on or s&bout August 1 et which tim be
reviews the sumarized Proliminaxy Eetimates and recommended Positlon
‘ Ceilings. The Director at thias time establishea a budget ceiling for the
[ Agency both moneywise and for position cellings, and iIf sny dowwerd or
| wward revisicas are made by the Director, then changes are made in the
1 Preliminery Estimetes foxr the mejor components, After this iz accomplished,
| the Director approvee Buldget allowsnces o eboh component. Insemuch ae
the represantatives of the mejor components are present at the meetiny
with the DCI, they are wware of thelr sllowancez, and therefors the
émhrsllwmmofﬁeiamm them as to thaelr sllowance,

In setuality moat of the data required for the "Qrfflice Estimates"

mmwm oomponents when they develop their "Preliminary

Estimntes™ because this detall is used at the Office, Stalf, and Operuting
Division level to evaluate and support the mesnary Cigures presented In
the Pralimiuavy Rotimetes. Rwever, once the cllowences are made to the
components, it is nsoessary to revise the budgst detail to conform to the
&liowances, This detailed suvbaission iz called the *Office Estimates”
and 1 used to support the budget which the Agency will present to the
Bureau of the Budget and the Congress.

Wrficy Eatimates® are comprised of tlrec {ypes of information nemely
{a) sotivity dats, (b} Organimation Unit dsia, and (e) Objeet Clase data,
The detailed dats to be submitted by componente 1ls prescribed iIn Paxt
11, Section 2, of the Proposed Budget Mandbook, | | 25X1

"Qffice Estimates® ars completed by compoments about ten-end.a-helf
months pricr 4o the begiming of the budget year,

Puring this perlod of preparation thres of the {ive Budget Divisions
vamely, Astlysis Branches No. 1, Mo, 2, end Mo. 3, assist the components
and perforw & final review of the "OfTice Estimates" o comformance with
Agency polioy. The dsta is then sent to the Suppert Branch for
supnardsation,

R

The Support Brench somsarises the data reocelved from inmalysis Brunches
Ww. i, o, 2, evd Yo, 3, ad this smarizetion sutomaticelly becames the
“igency Estimaies,™ “igenoy Estimates™ repregent the consclidated Agency
i badget prepared by the Compiroller based on the Office Estimetes., Tho
! Agency Estinates are in much mare detaill than the Preliminary Estimates
| aud ave desmigned not only to present the program requirements but to give
| the crganisationsl and object suppart of those requivements. The actm:.
budget dooument iz entitled *Estimate of Requirements Plseal Year __ |
rather than "Agency Estimates,®
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Contained in this budget dooument are the following:

Sumery of Obligations by ObjJect Class (ALl funds - by office)
Sumaary of Shligstions by Objeet Class funds - geographic ares by office)
Sumary b' &éf i&ﬁg& tions by Objleet Class {(Vouchered Punds - geographic ares

¥ office
W’;ﬁ& g&bligaticaa by Objest Clagsas {Wavouchered Funds - geographic aves

y ¥ 4 By
Summry of Perscomel Requivements (A1l funds by office)
Sumary of Persomel Hequirements (A1) funds by geographic area) B
Sumary of Personuel Requirements (Vouchered funds . geographic ares by office)
mgrwmzw

ce)

Sumnary of Pudget authorizations dveilsble

Sumsry of Expenditurss und Balances

Comparetive Sumary of Budget Requirements by Office
Smmary of Poaitions and Obligations

Supplemantel Schedules

Bxplenation of Chenges

Seotions by Offices, Staffs, end Divisions including (a) Introductory
Statement, (b} Budget Activity Sistement, (o) Merrasive Justificetion,
and {d) Fosition amd sverage Deployment Statement.

On or before 30 September the Comptroller tranmmits & copy of the
Agency Eatimates to the Buresu of the Pudget in acoordance with the provi.
sion of Ciroular ¥o. A.1l. Aleo a copy of the document entitled "Organi-
zution Cherts and Punctiomal Stetemente® iz submitted.

The Buresu analyzes the "Agency Zetimeies," holde hearings, and makes
recommendations to ke President,

The Prasident makes the final decision eg to the smoumt + will
be rectumended to the fangresa. ¢ the

The Comptroller males necessery sdjustments, in collaboretion with the
offices conoerped, in ¢he Agency Ewtimates, secures approval of DCIL,
mmaasmamwmmmimmmwwz
Budget. The components assist the Compiroller in prepsring the Congrossional
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Agonoy officisls, in the comduct of hearings before the comgressicual
comaitton, wilize the btudget docusent *Congressional Budget® as well a=
other condensed versiops. The appropriation commitiees advise the Agency
in writing as to the amomts of epproprlations.

13,

The Coaptroller requests the ocmponants to prepare their *(pereting
Budget Zotimates™ for the coming fiscal year at the sams time that he
requosts them to prepare their "Preliminary Bstimates™ for the tmdget
yeur, This stage coours less then one momth before the beglnning of the
fiscal year. The Compiroller holds heerings with compoments to detarmine
the validity of fund requests and then prepersa the unified Ageney
"Operating Budget® and submits it through the Project Review Coummittee to
the Directcy wip detarmines thw allocationa of funds, subject to sdjust-
ment by the Comptroller with the concurrence of the Deputy Director
concerned, 0 sach mejr compoment. The total alloecations cxnmot exocsed
the funds avalleble %o the Agemcy for obligetion purpcses. These
allocatione ecmgtitute the over-all plaaning authority limitation of
activities within oach major component,

16,

The opsrating of Picial of & comporemt determines the distribution of
his allooatlon and files Form No. 1048, "Request far Distributiom of
Allceation,™* with the Budgst Division. The Compiroller then Issues sllolmenis
on Porwm 716, "Advice of Allotment end Properiy ¥ithdrawal Authorlisation,”
within approved alloeations to components,

17.

Froject approvels must Yo withie a , gllocations and procecsed
in aceordance with Regulations| | 25X1

Ccmporents receive allotments, conduct operations, and requost
revieiong of allotments as necessery.

19,

The Comptroller reviews axecution whioch consiste of a comtinuous
smalysis of actual operetions in relation o plamed Wdgsted operations
using the "Summary of Ohligations® reparis prepsred by the componants end
the IM =o on "Status of Allotments® recelved each wonth from Finance
and Flecal Mvigions, &
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